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H R Zarzadzanie Kadrami
SAP S/4HANA

AGENDA:

Przeglad funkcjonalnosci modutu HR w SAP S/4AHANA
Ustawienia systemowe dla HR na poziomie ,,Customizing”
Ustawienia systemowe parametréw na poziomie ,,Master Data”
Dane podstawowe w obszarze Human Resources — kartoteka
personalna

Struktura zatrudnienia w analizowanym przedsiebiorstwie

PowpPE

o

e Kokpit kierownika - transakcja PPDT

Manager's Desktop  Edit Goto Seffings System Help

= PPMDT L _ 5 x
< W Manager's Desktop
| Personal Data  Organization ~ Compensation Management  Recruitment  Workfiow inbox  More
N
Manager's Desktop
Organization
b2
Skip Initial screer :.'A: -_'
|
”
e Uruchom ,Personal Data
= Functions Edit Goto Seftings System Help PPMDT [ & _ O X
(S : J Manager's Desktop: Personal Data
Organization ~ Compensation Management  Recruitment  Workflow inbox ~ More v Exit
Selected functions
unett Directly subordinate employees Al subordinate employees  Directly reporting employees
+5 Personal Data ——
Ad Hoc Query
» [ Reports L ¥|A|T JIS|2|®|A V. Time period 30.01.2024 31.12.9999 =]
Education and Training Name [} Relationship text Cade Relat
Employee appraisals y
> B MK Us MK MK
Persannel development
Travel
MBO and Appraisals

e Uruchom pozostate zaktadki

e Exit

Page 2 of 44



HR

Zarzadzanie Kadrami
SAP S/4HANA

1. Przeglad funkcjonalnosci modutu HR w SAP S/4AHANA

éwiczenie la

‘ Kluczowe funkcje realizowane w obszarze funkcjonalnym HR w systemie SAP S/4AHANA.

e Prosze zalogowac sie do systemu SAP odszukujgc na pulpicie ikonke “SAP logon”
¢ Nastepnie prosze odnalez¢ modut HR (Human Resources)

e Prosze rozwing¢ podkatalogi

~ 73 Human Resources
&% PPMDT - Manager's Desktop
~ 19 Personnel Management
> [ Administration
[ Recruitment
[ Personnel Development
[ Talent Management
[ Benefits
[ Compensation Management
[3 Personnel Cost Planning
> [ Pension Scheme
> [ Time Management
> [ Payroll
> [ Training and Event Management
» [ Training Needs Management
> [7 Organizational Management
> [7J Information System

¢éwiczenie 1b

Przedstaw i przettumacz kluczowe zadania w obszarze Personnel Management.

| N| O O & W N B+~
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SAP S/AHANA

¢éwiczenie 1c

Przedstaw i przettumacz kluczowe zadania w obszarze Recruitment.

gl | W[ N|

Dokonaj analizy funkcjonalnej pozostatych obszaréw zadaniowych w HR — SAP S/4HANA.

c¢wiczenie 1d

Powro¢ do pierwotnego SAP Menu

e Zaznacz ikonke ,SAP Menu”

= Menu Edit Favorites Extras System Help

SAF

Ny &b > kP Y A More

» [ Favorites
~ 5 SAP Menu

e ,Zwin” wszystkie podkatalogi do stanu pierwotnego.

> [ Favorites
v 5 SAP Menu
» [ Connector for Multi-Bank Connectivity
> [ Global Bike Transactions
» [ Office
» [ Cross-Application Components
> [ Logistics
>[t Accountingj
» [ Human Resources
» [ Information Systems
> [7 Service
> [ Tools
» [ WebClient Ul Framework

koniec
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2. Ustawienia systemowe dla HR na poziomie ,,Customizing”

¢éwiczenie 2a

Dokonaj analizy ustawien na poziomie ,Enterprise Structure” dla Human Resources
Management — w ,Definition” dla Global Bike Group w ramach Personal Area Global Bike
Heidelberg (HDOO)

Sciezka dostepu: SAP menu/ Tools/ Accelerated SAP/ Customizing/ Edit Project - [Jgs®

e Wybieramy przycisk ,SAP Reference IMG”

e Nastepnie z drzewa transakcyjnego wybieramy $ciezke: IMG/ Enterprise Structure/
Definition/ Human Resources Management/ Personnel Areas

e EXECUTE (IMG Activity)

e Podaj dla pierwszych pieciu wpisow parametry systemowe:

Personnel Area Personnel area text

e EXIT (do Display Structure)

Dokonaj analizy z ttumaczeniem dla ustawien systemowych na poziomie ,Enterprise
Structure” / Definition/ Human Resources Management dla ,Employee Groups”

e Zdrzewa transakcyjnego wybieramy Sciezke: IMG/ Enterprise Structure/ Definition/
Human Resources Management/ Employees Groups

e Przedstaw i przettumacz podane parametry:

Name of employee grp. Opis w j. polskim

O 0O N| O O | Wl N| -
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¢wiczenie 2b

Dokonaj analizy ustawien na poziomie ,Enterprise Structure” dla Human Resources
Management — w ,Assignments”.

e Z drzewa transakcyjnego wybieramy $ciezke:

IMG/ Enterprise Structure/

Assignments/ Human Resources Management/ Assignment of Personnel Area

to Company Code

e EXECUTE (IMG Activity)

¢ Dokonaj analizy ustawien systemowych dla catego przedsiebiorstwa

éwiczenie 2¢

\ Dokonaj analizy ustawien na poziomie ,IMG” dla Human Resources Management.

r =
Personnel Management
L ]

SAP S/4HANA for Human Resources

> Integration Settings for SuccessFactors Employee Central Payroll
> & Global Settings in Personnel Management
> [ Organizational Management
> (e Personnel Development
> Personnel Administration
> f& Recruitment
> Benefits
> e Compensation Management
> [ Company Pension Scheme
> (e Pension Fund
> (& Manager's Desktop
> Human Resources Information System
> Manager Self-Service (JAVA)
Employee Self-Service (Java)
Employee Interaction Center (EIC)
Data Tracking for Self-Services

Time Management

Payroll

Z drzewa transakcyjnego wybieramy Sciezke: IMG/ Personnel Management

e Dokonaj analizy szczegétowych ustawien systemowych dla HR

e EXIT

koniec
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3. Ustawienia systemowe parametréw na poziomie ,,Master Data”

éwiczenie 3a

‘ Przedstaw ustawienia systemowe dla parametréw: ,Dzial’.

[ ]
transakcja

Wyswietl biezece ustawienia w systemie SAP w zakresie struktury organizacyjnej -

Jsieg

Organization and Staffing  Edit Goto Seftings System Help

«
»

Sprawdz obiekty w zakresie utworzonej struktury HR dla ,Global Bike Group”:

> PPOSE [] o 5 x
Organization and Staffing Display

More

A B =] 0 4 + 3 Months
Find by &
= Organizational unit Staff assignments (structure) Chief Workflow
\ Free search r i 1
" " ~  ~ = Global Bike Group John Davis
| Search Term
i
L Structure Search
D;*‘ ”:. eard £ John Davis
g t Hist C
ject History & Co-CEQ
2, Position .
£ Job = Global Bike US Paul Hansen
o .
& President (US)
=4 Person L —
. = Administration and Financials
& User .
= Marketing and Sales Alex Kuhn
Hit list

= Operations Antonio Rodriguez

® Information Technology Bianca Cavarini
Chris Thomas

President (Europe)

> = Human Resources
= Global Bike Germany

Existence Name Chief. & President (Europe)
Global Bike Group GenaDed = Actministration and Financials
Global Bike US Paul Hans. ™ Marketing and Sales Vice President Marketing a...

= Operations Vice President Operations

Administration and Financials

i Human Resources Human Resources Manager

Marketing and Sales Alex Kuhn
Operations Antonio Re
Information Technclogy Bianca Ca
Human Rescurces Details for Organizational unit Global Bike Group

Chris Thor ~

| Przedstaw ustawienia systemowe dla parametrow: ,Dziat / Jednostka organizacyjna’.

Sciezka dostepu: SAP menu/ Human Resources/ Personn
Administration/ Settings/ Current Settings

e Wybierz transakcje ,Define Organizational Units”

el Management/

~ ™ Human Resources
@ PPMDT - Manager's Desktop
~ 3 Personnel Management
~ 1t Administration
> [ HR Master Data
> [ Info System
> [ Tools
w4 Settings
~ ™ Current Settings
©# S_AHR_61011474 - Define Organizational Units
¥ S_AHR_61011490 - Define Positions
% S_AHR_61011475 - Define Jobs

Dokonaj analizy istniejgcych wpisow

EXIT
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¢wiczenie 3b

Przedstaw ustawienia systemowe dla parametréow: ,Stanowisko” / ,Position”.

Sciezka dostepu: SAP menu/ Human Resources/ Personnel Management/
Administration/ Settings/ Current Settings

o Wybierz transakcje ,Define Positions”

< By
~ Expand <-> Collapse

Ob Position Position Short Start Date

S 50000077 Co-CEO 1.01 .2001
S 50000078 Co-CEO 01.01.2001
S 50000079 President (US) 01.01.2001
S 50000081 Chief Financial Officer 01.01.2001
S 50000082 Chief Accountant 01.01.2001
S 50000083 Accounts Payable Spe.01.01.2001
S 50000084 Accounts Receivable .. 01.01.2001
S 50000085 Fixed Assets Accounta. 01 .01.2001
S 50000086 Cost Accountant 01.01.2001
S 50000087 Chief Treasurer 01.01.2001
S 50000088 Investment Specialist ©1.01.2001
S 50000089 Vice President Marketi.01.01.2001
S 50000090 Sales Manager 01.01.2001
S 50000091 West Representative 01.01.2001
S 50000092 Sales Person 1 01.01.2001
S 50000093 Sales Person 2 01.01.2001
S 50000094 East Representative  ©01.01.2001
S 50000095 Sales Person 1 01.01.2001
S 50000096 Sales Person 2 01.01.2001

<2
Maintain Texts = Position...

End Date
I=
4
31.
31.
31.
il
31.
31.
il
31.
31.
2l
31.
31.
2l
31.
31.
31.
31.
31.

New Entries E1 O

o]
.12.9999 P
12.9999 P
12.9999 P
12.9999 P
12.9999 P
12.9999 P
12.9999 P
12.9999 P
12.9999 P
12.9999 P
12.9999 P
12.9999 P
12.9999 P
12.9999 P
12.9999 P
12.9999 P
12,9999 P
12.9999 P
12.9999 P

Entry 1 of 1.139

.. Job Job Title W.. W.. Gen. HL

Change View "Positions: Organizational Assignment”: Overview

Delmt & 2% B8 8% (& Morev

e Dokonaj analizy parametréw ,A” i ,S” dla pierwszej kolumny w wyszukiwarce ,Object

type text”
e EXIT

¢éwiczenie 3c

Przedstaw ustawienia systemowe dla parametréw: zawdod/kategoria wykonywanej pracy.

Sciezka dostepu: SAP menu/ Human Resources/ Personnel Management/
Administration/ Settings/ Current Settings

e Wybierz transakcje ,Define Jobs” i nastepnie ,Job titles”

e Podaj ,Job Key” dla nauczyciela akademickiego: ...........cccccveeeiiiiiinininiinnns

e Oraz podaj zakres czasowy dla tego reKordu: ..........ccccooeviiiiiiiiiiiieeeineeiie,

o EXIT

koniec
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4. Dane podstawowe w obszarze HR — kartoteka personalna

éwiczenie 4a

‘ Przedstaw dane personalne dla wybranego pracownika (rekordu / kartoteki).

/ kartoteki
Sciezka dostepu: SAP menu/ Human Resources/ Personnel Management/
Administration/ HR Master Data/ Display — transakcja [gAV4Y

e W wyszukiwarce wpisz dla ,Person” ,*’ lub podaj imie i nazwisko ,John Davis”

O ALK Display HR Master Data

v 63 [& 3  Morev

* b o~
ki 2 [l Personnel no.: |1
Find by Name: John Davis
~ 22 Person _ ) s.area: DLOO Glo
Q, Collective Search Help = 512(1)/346 Find Person
Q, Search Term
Q Free search With ‘l
ith name: ||§
! Net payroll
Assigned: v
Hit list
to: ~ —
Fall|l=]||=||VY]v ~
Object:
'-E] @ e =L
Personnel number Name «/Find tmAdd SR
00000001 John Davis
e ENTER

e Wyswietl kartoteke wybranego pracownika

Personnel no.: |1
Name: John Davis
EE group: 1| Active Pers.area: DLOO | Global Bike Dallas

EE subgroup: U4 Salaried employees

Basic personal data Contract data Gross/net payroll Net payroll Addt'l payroll data Planning data Time data

Infotype Text Stat... Period
Actions v : ) Period
QOrganizational assignment v From: To:
Personal data v
Today Currweek
Addresses
Bank Details All Current month
Family Member/Dependents From currdate Last week
Sl To Current Date Last month
Current Period Current Year

=] Choose

e Zapomocg ikonki “Display” podaj nastepujace dane dla wybranych ,Infotypow”:
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Actions

Personal Data

Personnel no.: |1

Name: John Davis

EE group: 1 Active

EE subgroup:

Basic personal data

U4 Salaried employees

Contract data

Pers.g

Gross/net payroll

Infotype Text Stat...
Actions v
Organizational assignment v
Personal data v
Addresses
Bank Details
Family Member/Dependents
Challenge
o  Wyswietl
™ More Ex
[€IT5]1%] IR I
[ Pers.No. 1
Find by John Davis
[ 22 Person EEgroup: 1 Active Personnel ar: DLOO i 3
| | Collective Search Help . U s anioase
1 Search Term i sty ;
\ Free search Start: 01.01.2010 to: 31.12.9999 ng 19.08.2021 CREICH
} Personnel action
[t Action Type: 52 Orgmanagement (mini master)

Status
Personnel number Name

00000001 John Davis
00000002 Paul Hansen t 3 Active
00000003 Danielle Cohen pecial payment: 1 Standard wage type
00000004 Shuyuan Chen
s SIS oo Organizational assignment
00000006 Stephanie Bernard
00000007 Clayton Bartolome Position: | 50000077|  Co-CEC
00000008 Jamie Shamblin a: DLO®
| 00000009 1

Allian Gourd . Empl

UWAGA: Pozostan w tym samym ekranie!
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HR

¢wiczenie 4b

Podaj jakie jest przyporzadkowanie strukturalne (Organizational Assignment) danego
pracownika.

e Zaznacz przycisk ,Organizational Assignment”
e Nastepnie wybierz przycisk ,Org. Structure”

< K : J Display Organizational assignment
r Org Structure [§ More Exif
Personnel No 1 Name: John Davis
Egroup: 1 Active Personnel ar: DLO® Global Bike Dallas = $12(1)/346 Organizational Assignment b
EE subgroup: U4 Salaried employees Status: Active
Start: 01.01. 2010 to: 31.12.9049 hng 19.88.2021 CREICH Person John Davis
Enterprise structure No. Object Type Name Object name Pet.
CoCode: US80 Global Bike Inc. 1 Organizational unit Global Bike Group
DLBO  Global 2 EXOB  Executives :p”'”"“ ?‘30"350 100.00
Personnel structure
E group: 1 Active Payrarea: US HR-US: Semi-monthly
EE subgroup: U4 Salaried employee: Contract:
Organizational plan Administrator
Percentage: 100,00 PersAdmin
Position: 50000077 Co-CEO Time:
Job key. 00000000
¢ Nastepnie zaznacz ,Position” i wybierz ikonke ,Choose” lub funkcje
Plan version 01 Current plan A 01.01.2010 31.12.9999
Global Bike Group
& John Davis
& not occupied
= & Incorporates Co-CEQ
Holder John Davis
& Incorporates Co-CEO
¢ Rozwin dane szczegétowe dla danego pracownika — kliknij x2 na wybrang pozycje
e Podobne dziatanie wykonaj dla parametru ,Job”
e Zaznacz ikonke ,Structural Graphics” i wyswietl fragment schematu struktury
organizacyjnej
(1) Whole Structure
EXIT
koniec
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5. Struktura zatrudnienia w analizowanym przedsiebiorstwie

¢éwiczenie 5a

Wyswietl kartoteke dla wybranego pracownika za pomocg wyszukiwarki ,Free Search”.

Sciezka dostepu: SAP menu/ Human Resources/ Personnel Management/
Administration/ HR Master Data/ Display — transakcja [gAV4Y

W wyszukiwarce obok pola ,Person” wybierz zaktadke ,Free Search”

[ ]
< >E: J Display HR Master Data

= 512(1)/346 HR Object Selection x

Exit
¥ A
*>
Field group/fields Value selection  Value out. Reporting set
Find by — .
4 Person £ ey Fietds - Unrestricted
- [ Actians VP 1 tional struct
restrict by: | V7 Persons along organizational structure
SearchH [ Organizational Assignment et v =
A Search Term ] Personal Data
| Free search  Challenge
"] Leave Entitlement
[ Addresses Selections
o [ Planned Working Time You can define selection conditions In this area
[ Basic Pay  Flelds can only be selected by selecting them corraspondingly from the field list
1 Bank Details in addition, fields can be moved to this area using Drag & Drop
. [ Contract Elements
! [ Travel Privileges
Personnel number Name > [ Family/Related Person
00000001 John Day » [ Internal Medical Service
cTITTiEn oI [ Internal Control
20000003 et | Time Recording Info.
[ Matern Prot Parent Leave
00000004 Shuyuan = : :
§ " Milit/Non-Milit Service
00000005 Silvia Ca » [ Payrol Status
00000006 Stephani . [ Capital formation 3 Hitlist Empty
00000007 Clayton E » [ Ext. bank transfers
00000008 Jamie Sh

i = GD_

e Zaznacza ,Key Fields” i podaj numer personalny danej kartoteki,np. ,1”.

< K :‘ 'J Display HR Master Data
8 @ I Morev
= 512(1)/346 HR Object Selection x
¥ A A |[BY
Do sl Value selection  Value output Text Display )7 |Reporting set
© Key Fields 1 - Unrestricted
[ Personnel number v o
— restrict by: | Y Persons along organizational st
Actions
» [ Organizational Assignment zd
[ Personal Data THE]
» [ Challenge
» [ Leave Entitlement Tex  Field name Optien  Value
[ Addresses [C Personnel number * 1
> [ Planned Working Time -
» [ Basic Pay

e ENTER

o EXIT
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¢wiczenie 5b

\ Przedstaw liste dziatow (organizational unit).

e Transakcja ,S_AHR_61011474"

~ Expand <-> Collapse New Entries 3
Start Date
01.01.2001
01.01.2001
50000027 Administration and Financ 01.01.2001
50000028 Marketing and Sales 01.01.2001
50000029 Operations 01.01.2001
50000030 Information Technology 01.01.2001
50000031 Human Resources 01.01.2001
50000032 Administration 01.01.2001
50000033 Financials 01.01.2001
50000034 Accounting 01.01.2001
50000035 Treasury 01.01.2001
50000036 Marketing 01.01.2001
50000037 Sales 01.01.2001
50000038 Sales Area US West 01.01.2001
50000039 Sales Area US East 01.01.2001
50000040 Internet Sales 01.01.2001
50000041 Dallas Plant 01.01.2001
50000042 Production 01.01.2001
50000043 Production Line 1 01.01.2001

£ Position..

©

Delimit

End Date

31.
gl
gl
31.
gl
gl
=il
gl
gl
=il
31.
gl
=il
31.
gl
=il
31.
S
=i,

1z,
12,
e,
1z,
12,
e,
12.
12,
e,
12.
1z,
e,
12.
1z,
22,
12.
1z,
1,
12.

Entry 1 of 2.054

9999
9999
9999
9999
9999
9999
9999
9999
9999
9999
9999
9999
9999
9999
9999
9999
9999
9999
9999

Change View "Organizational Units": Overview
S M 8 &8 & Moev
oM

p

p

P

P

P

P

P

P

P

P

P

P

P

P

P

P

P

P

P

¢éwiczenie 5c

Przedstaw pracownikéw Global Bike Group w zarzgdzie firmy.

e Transakcja PPOSE

v

Staff assignments (structure)

v v~ [ Global Bike Group
Co-CEO

22 John Davis

a Co-CEO
~ @ Global Bike US

~ & President (US)

22 Paul Hansen

Chief

John Davis

Paul Hansen

Workflow

o EXIT

koniec
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Cwiczenia: HR2

Cwiczenia przegladowe z funkcjonalnosci modutu HR S/4HANA

AGENDA:

1. Realizacja procesu rekrutacji — poszukiwanie nowego pracownika

2. Zatrudnienie nowego pracownika — tworzenie nowej kartoteki
pracowniczej

3. Opracowywanie indywidualnego planu rozwoju dla wybranego
pracownika

Scenariusz:

Drziat personalny dla jednostki organizacyjnej Global Bike Group otrzymat zlecenie
zatrudnienia nowego pracownika.
UWAGA: prace realizujemy ,Personal Area” Global Bike Heidelberg (HD0OO)

Zadanie:
W tym celu nalezy przy pomocy systemu SAP SIAHANA w module HR przeprowadzic¢

proces rekrutacji, zatrudnienia i opracowania indywidualnego planu rozwoju dla
wybranego pracownika.

1. Realizacja procesu rekrutacji — poszukiwanie nowego pracownika

éwiczenie 1a

\ Utworz w strukturze zatrudnienia nowe — wolne miejsce pracy, tzw. ,etat” — ,Vacancy”.

Sciezka dostepu: SAP menu/ Human Resources/ Organizational Management/
Organizational Plan/ Organization and Staffing/ Create — transakcja E&@

e Uruchom transakcje [ggel®=
e Podaj zakres dat — od dzisiaj

e ENTER

e W polu ,Find by” kliknij ,Structure Search”

o Wybierz dowolny dziat i komdrke, w ktérym chcesz stworzy¢ nowe stanowisko
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< K Organization and Staffing Create
v &% D Morewv
<« * Y
* hd <« b 01.012024 + 3 Months
Find by [~ al|l& By |wv| |~V & S]Q I
. Staff assignments (structure) Chief Workflow
~ = Global Bike Group John Davis
> & Co-CEO
& Co-CEO
> = Global Bike US Paul Hansen
> = Global Bike Germany President (Europe)
- -
v I:LN Studia Podyplomowe SAP S4HANA 2024JKierownik Studiéw S4H...
O s i Grdiow SAHANA

~ @ Organizational unit
), Free search

Object to be added

Q) Search Term
Q) Structure Search
Q, Object History
> 2 Position
> [E Job
> 22 Person
& User v
Hit list
Q= =|V|v
| Bv| &
Existence Name Chief
Global Bike Group | John Davis
o Nastepnie kliknij na ikonke ,Create” i poprzez ikonke ,Create Position” utwérz nowe
stanowisko / etat w strukturze organizacyjne;.
= S12(1)/346 Choose Relationship X
~ ® QOrganizational unit
m Ts 1ipe supervisor of Qrganjzational unit
2 Incorporates Position
L 4
o
o UWAGA: zaznacz typ stanowiska ,Head / Staff”
e Po wypetnieniu wszystkich obowigzkowych pdl w zaktadkach zapisz
e SAVE
L S « L 5] 01 3 Months
Find by R =S = Allv] =B8] i IEI NG
A, Search Term Staff assignments (structure) Chief jorkllow
\S"”C[”m, Search ™ Global Bike Group John Davis
| Object History & CoCEo
Paosition
8 Job :Zln::loamc us Paul Hansen
& Person Detaits for Position MK Kierownik Studiow S4HANA
: ‘ :::: Vv Basic data v Account assignment Address Cost distribution Working time Job Index IT1653 Tasks
> £ Business Parner =
[l Pasiion: [ [ MK Kierownik Stucicw SaHANA = t
A £||F | - rom: 01.01.2024
& B~ To: 29.01.2024
Existence Name Chief Staffing status: | V Vacancy open
Global Bike Group John Davis
Description
Ic. Holder Percenta. Assigned as _ Assigned until Subtyp: 0001 General description
Page 15 of 44
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\ Wprowadz dla utworzonego stanowiska wymagane kwalifikacje.

e Transakcja PPPM

e Poprzez ,karteczke” / Create wprowadz wymagane kwalifikacje

< '-E: ’ Position: Change Profile (31.01.2024 - 31.12.9999)
& Succession Planning % Current Holder  More = Exit
* ¥ |A -
1|31.01.2024 o: 31.12.9999
Find by
s User z Position: MK Kierownik Studiow SAHANA
. Applicant .
= Start: ©1.01.2024 31.12.9999
& Position
% Search term Holder:
4 Structure search Org. unit: Studia Podyplomowe SAP S4HANA 2024
Job
Requirements
s Organizational unit equirement
< Task
€ Requirements profile (LO) Qualificaticn group Name St Proficiency Ess Start EndDate  Note
[#][a d o B e i Technology MS Excel Very Good 31.01.2024 31.12.9999
Name Work Experience Accounting 2 years — 4 years v 31.01.2024 31.12.9999
= Global Bike Group { Work Experience Management [0 31.01.2024 31.12.9999
& Co-CEO ¢
& Co-CEO [
i Global Bike US ¢
= Global Bike Germany [
= Studia Podyplomowe SAP S4HANA 202 ¢
v & MK Kierownik Studiow SSHANA |1
% i Lic. lzabela Trojanowska 1|alne |0me|s &
™ Global Bike Users U

Sprawdz w strukturze nowe stanowisko pracy — status wakat.

Sciezka dostepu: SAP menu/ Human Resources/ Organizational Management/
Organizational Plan/ Organization and Staffing/ Display — transakcja&ﬁg

e Uruchom transakcje [N}

e Podaj numer nowedo stanowiska ,vacanCy”: ........ccccceeeiriiiiiiiniieneenene (mn

[ OAF Display object

v & 63 [&]  Morewv

*Plan version: | 01 Current plan v

*Object type: | S Position ~

Iy Tt
Object ID: | EllEEEN 51X Kierownik Studiéw SAHANA
LS -l

Object abbr.: MK

Active Planned Submitted Approved Rejected

Infotype Name s..| @ Time period
Object v . ) Period
e v *From: 01.01.2024 to:31.12.9999
Description
Today Current week
Department/Staff
Il Current month
o EXIT
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¢wiczenie 1b

Sprawdz szczegoty dla nowego wolnego miejsce pracy — ,Vacancy”.

Sciezka dostepu: SAP menu/ Human Resources/ Personnel Management/ Recruitment/

Advertising/ Vacancy/ Maintain — transakcja [g=1a\{

e Uruchom transakcje [g=7a\{

e Podaj zakres czasowy dla wykonania raportu oraz numer wakatu

e EXECUTE
O OAF Maintain Vacancies
vl o a4 #2 w Z Morev
=
Vacancies 1
Evaluation period: 30.01.2024 to 31.12.9999
Vacancy |Activity from to Line manager POf|St |OM|Req.profi
50004351 | MK Kierownik Studiodw S4HANA 01.01.2024(31.12.9999 vac. |P

e W ekranie ,Maintain Vacancy” wskaz utworzony wczesniej wakat

e Podaj: zgtoszone stanowisko “Vacancy” i zakres czasowy ,Start date” i ,End date”

o EXIT

e Zapomocg ikonki ,Display vacancy” sprawdz wczesniej dokonany zapis

Vacancy: 50004351

Vacancy

~ &3 Details

Personnel Officer:

Line manager:

Pct.approved:
Pctreserved:

Staffing pct.:

More

MK Kierownik Studiéw S4HA

Created in OM

[elelelelelelolo]

100,00
0,00

0,00 Staffing status

Display vacancy

Validity
r T
Start Date: 01.01.2024 [0
L )

End Date: | 31.12.9999

0] vacant

o EXIT
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¢wiczenie 1c

W celu wykonania zestawienia wszystkich otwartych wakatow.

Sciezka dostepu: SAP menu/ Human Resources/ Personnel Management/ Recruitment/
Advertising/ Vacancy/ Display — transakcja [g=Jv4

e Uruchom transakcje [{=1a¥4

e Podaj zakres czasowy dla wykonania raportu

¢ SAF Display Vacancies
v 8 D More v

Vacancies 1
Evaluation period: 01.01.2024 to 31.12.9999

Vacancy |Activity from to Line manager POf|St [OM|Req.profi
50000179 |Receiving Clerk Heidelberg 01.01.2001|31.12.9999 vac. |P
50000180 |DC Manager Hamburg 01.01.2001|31.12.9999 vac. |P
50000181| Purchasing Manager 01.01.2001|31.12.9999 vac. |P
50000182| Inventory Supervisor 01.01.2001|31.12.9999 vac. |P
50000183 |Contract Administrator 01.01.2001|31.12.9999 vac. P
50000184 | Technical Office Assistant 01.01.2001|31.12.9999 vac. |P
50000185 |Warehouse Supervisor Hamburg 01.01.2001|31.12.9999 vac. [P
50000186|Warehouse Employee Hamburg 01.01.2001|31.12.9999 vac. P
50000187 | Shipping Clerk Hamburg 01.01.2001|31.12.9999 vac. |P
50000188 |Receiving Clerk Hamburg 01.01.2001|31.12.9999 vac. |P
50000189 | Human Resources Manager 01.01.2001|31.12.9999 vac. |P
50000190|Recruiting Officer 01.01.2001|31.12.9999 vac. |P
50000191 |Benefits Officer 01.01.2001|31.12.9999 vac. |P
50000192 |Personnel Administration Officer 01.01.2001|31.12.9999 vac. |P
50002280 Sucion Necign and Deyolon 010120081131 12 9000 yor b
r50‘364351j MK Kierownik Studidéw S4HANA 01.01.2024|31.12.9999 vac. |P
n 4

e EXECUTE

¢wiczenie 1d

Przedstaw status zgtoszonego zapotrzebowania personalnego.

Sciezka dostepu: SAP menu/ Human Resources/ Personnel Management/ Recruitment/
Advertising/ Vacancy/ Evaluate — transakcja [gs3s{6)

e Uruchom transakcje (3138
e Podaj zakres czasowy dla wykonania raportu

e EXECUTE
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e Zaznacz wybrang pozycje i kliknij na ,Position Descritpion”

< KL Position Description

~ G  More v

Plan version : 01 Current plan Status vector: 1 Reporting period: 01.01.1900 - 31.12.9999
Position
Co-CEO
Approved hours per month Position Co-CEO

Approved hours

173.60

Organizational integration Position Co-CEO

Object Description

Global Bike Group

Holder Position Co-CEO

Key Object Description Staffing percentage|Status Date

John Davis 100.00

¢ Dokonaj analizy obecnego statusu

e Zaznacz wybrang pozycje i kliknij na ,Position Descritpion”

¢ SAF Applicant Statistics
v | @ Activity statistics ~ More v
-
Applicant Statistics
Evaluation period 01.01.2001 to 31.12.9999
Applicant status (vacancy) Number
In process 0
On hold 0
Rejected 0
To be hired 0
Contract offered 0
Offer rejected 0
Invite 0
Total 0
o EXIT

SAP S/AHANA
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¢wiczenie 1e

Wprowadz do systemu informacje o ogtoszeniu prasowym dotyczacym nowego miejsca

pracy.

Sciezka dostepu: SAP menu/ Human Resources/ Personnel Management/ Recruitment/

Advertising/ Advertisement/ Maintain — transakcja [gsFaW|

e Uruchom transakcje

e Przy

wyszukiwaniu juz utworzonego ogtoszenia podaj: w ,Selection”:

rodzaj publikacji ,Recrutiment instrument”: ............ccoeeeenneee
date publikacji ,Recrutiment date”: ..........cccevcvvvnennn.
date konca zamiwszczania ogtoszen ,Advertisement end”; ........cccccceereeennn.

kod zgtoszenie ,Vacancy”: .......cccccceeiriiiieennns

< KNS Postings
~ &l Save as Variant..  More
Selection
Advertisement: to: o
Recruitment instrument: 00000106 to: o
Publication date: 01.01.2024 to: o
Advertisement end: | 31.01.2024 to: o
T =t
. S . >
Vacancy: L 50004351 to: O
Output
*) SAP List Viewer ABAP list

e W przypadku tworzenia nowego ogtoszenia mozna od razu uruchomié
e EXECUTE

e Utwdrz nowe ogtoszenie - zaznacz przycisk ,Advert”

Postings

Qllla

lm ml
63 Adve £ Advert / Advert T Advert &3 Vacancy {3  More v

Publication da.. Expiration date Adv.. Name of instrument Start Date Object name StAp

Maintain Advertisements

3w By Ev||& O
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e Znajdujesz sie teraz w ekranie ,Create advertisement”
¢ Wypetnij nastepujgce pola:
¢ Numer ogtoszenia ,Advertisement” — kliknij na ,Next free advertisement number”

e Podaj: “Instrment”, “Publication date”, “Advertisement end”, “Publication costs” i
“Text name”.

& SAF Create Posting

~ More ~

T ol
i 5 Next free advertisement number
Advertisement L 68606061

Publication

Instrument: 00000106 monster.com Medium: Internet
Publication date: | 01.01.2024
Advertisement end: | 31.01.2024
Publication costs: 1.000,00 EUR

Text name: NEW OPENINGS FOR MK 2024

Maintain text

e Nastepnie dodaj odpowiedni wakat

= Advertisement Edit Goto System Help PBAW [ &f _ O X
" 44
¢ ,_:::7 Craata Prcting
= 512(1)/346 Choose vacancies x
More
Vacancy Short Text of Position Start Date End Date
Advertisement: 80000001 Next free adveriisement number | i
v 5800435115, Kierownik Studiéw S4HA 01.01.2024 31.12.9999
Publication
nstrument. 80000106 monster.com Medium: Internet
Publication date: 01.01.,2024
Adver nd: 31.01.2024
Publication cost 1.800,00 EUR

Text name. NEW OPENINGS FOR MK 2024

Maintain text

vacancies published ®

Vacancy Pos. Text

Add Delete
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e Aby szczegodtowo opisac zakres obowigzkéw w ramach ogtoszenia zaznacz przycisk
,Maintain text” i dokonaj odpowiednich wpiséw

< '-: : :' Change Publication text: NEW OPENINGS FOR MK 2024 Language EN

® More ~ = Exit

2 wamona |

Statystyka wyrazow | |[E] Uklad wydruku

Job description.
MK

SaVel Paragraph  Cancel

e SAVE

Utwérz dodatkowo jeszcze 2 ogtoszenia w dwoch réznych mediach.

e EXIT

¢éwiczenie 1f

Za pomocag transakcji PBAX oraz PBAO przedstaw obecny status ogtoszenia.

Sciezka dostepu: SAP menu/ Human Resources/ Personnel Management/ Recruitment/
Advertising/ Advertisement/ Display — transakcja [gsla¥%4

Sciezka dostepu: SAP menu/ Human Resources/ Personnel Management/ Recruitment/
Advertising/ Advertisement/ Evaluate — transakcja [g3Ja\¢)

e Uruchom transakcje [sTa¥% i [GsT¢

< U Display Advertisements

~ | 63 Advert 63 Vacancy 7 More v

Postings

allla 5 | v & Bv||Bv| (@ | &

Public.date  Expiration Advert Instrument  Start Date Object name St App.
:01.0120 LE:31‘01.2024 1 monster.com 01.01.2024 MK Kierownik Studiéow S4HANA vac. 0

e Dokonaj analizy PRZED uruchomieniem ogtoszenia

o EXIT
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éwiczenie 1g

Dokonaj analizy statystycznej narzedzi medialnych (Advertisement instrument).

Sciezka dostepu: SAP menu/ Human Resources/ Personnel Management/ Recruitment/
Advertising/ Recruitment Inst/ Evaluate — transakcja [gs¥a¥a

e Uruchom transakcje

e EXECUTE

e Dokonaj analizy wybranego narzedzia (wydawcy)

e Uruchom ,Evaluate advert

Applicant statistics” oraz “Applicant list

Evaluate Recruitment Instruments

Instrument Number of Number of |Total
adverts applications |cost

Dallas ve
The Miami Herald

San Diego Triune

Headhunters.com

3 Instrument  Evaluate advert  Applicant statistics

0,00

0,00
0,00

0,00
0,00

1.600,00 EUl

0,00
06,00

Evaluate Recruitment Instruments

Applicant list  Mare

Cost per
application

EUR

o EXIT

¢éwiczenie 1h

*kk

Whptynely do Dziatu Personalnego 3 podania dotyczace zgtoszonego wolnego miejsca pracy

Wprowadz do systemu informacje o tych zgtoszeniach.

Sciezka dostepu: SAP menu/ Human Resources/ Personnel Management/ Recruitment/
Appl. Master Data/ Initial Data Entry — transakcja [g=¥Kg)

e Uruchom transakcje =¥l

e Woypetnij pola obowigzkowe: NIE podawaj numer aplikanta

- Kategoria ,Reason”: 4 (New Application)

- Zaznacz “Reference available”

- Kod Dziatu Personalnego “Per.area”: 1000

- Grupa aplikacji ,, App.gp”: 1 (Active)
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- Zaszeregowanie , Ap.range”: Salaried Emlopyees

- Tytut F.o.add.”: ceeeiiiiiiienns

- Imie aplikanta , FrstName”: ........cccooevuienens

- Nazwisko aplikanta ,Last name”: ..........ccceuenene.

- Data urodzin ,D.0.B.”: np. lata 60-te

- Kraj ,Country”: np. GERMANY (!)

- Kod pocztowy i miasto (PCd/city): UWAGA: dla Niemiec kod pocztowy
sktada sie z 5 cyfr! (np. 12345)

< KU Initial entry of basic data

v Mo Former applicant/former employee  @° Save-+add.data In process Put on hold Reject (] More v

Organizational Assignment

*Perarea: | HDOO Subarea: [FI00
*Ap.group: |1 Applrange: |2 Salaried employees v
Pers.off: US2 Further data

Personal Data / Address

Title: Ms.  ~ Title: | Lic. ~
F.name: Izabela Last name: | Trojanowska
Birth dt: ©2.02.2000 Language: EN English v
National.: | PL Polish ~ Further data

Street: Warszawska 11
PC/City: 00-950 Warszawa
Tel. no.: Ctry/Reg.:  PL Poland v Further data

Email: Izat@onet.pl

Application
i Tt
- n] -
Advert: L Pub.Date: 01.01.2024
Unsol.AG: ~ Further data

e SAVE (System moze sie zapytaé o inne jeszcze dane — nalezy je poda¢)

o Prosze zapisa€ numer - APLIKANT NI L: oo
e Prosze wykona¢ podobne zapisy dla kolejnych dwdch aplikantow

e SAVE

o Prosze zapisa€ numer - APLIKANT NI 2! oo
e Prosze zapisa¢ numer - APLIKANT NI 3. i

e SAVE
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¢wiczenie 1i

Sprawdz w systemie nowe zapisy dla wszystkich trzech aplikantow

Sciezka dostepu: SAP menu/ Human Resources/ Personnel Management/ Recruitment/
Appl. Master Data/ Initial Data Entry/ Display — transakcja [g=¥44)

e Uruchom transakcje [s=¥48)

Display applicant master data

e Podaj numer aplikanta (Applicant N0.): ......cccooovciiiiieeeee e,
¢ ENTER

{sAng

Find by
Applicant Applicant ne [

| Collective Search Help

pplname: Dr. Marian KR
Saarch Tearm

group: 1

Apprange: 2 Salaried emplo

Applicant data

+ Applicant Actions
Applications
Organizational assignment
Personal data
Addresses
Vacancy Assignment
Education
OtheriPrevious Employers
Qualifications
Bank Details
Contract Elements
Planned Working Time
Basic Pay

LLeLLam

i1 Bike Heidelberg

Period

From curr.date

To Current Date

e Zaznacz przycisk “Short profile” i sprawdz zamieszczone dane

v More v~

Dr. Marian KR
Krakowska 99
PL-22-200 KRAKOW

E-mail: MKKR@GMAIL .COM

Date of Birth: 01.01.2000

Gender : Male
Nationality: Polish
Letter language: English
Title: Dr.
Actions:

Action: Initial entry of basic data,

Display Text:

o EXIT

UWAGA: W celu dokonania zmian w rekordzie nalezy uruchomic transakcje PB30
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éwiczenie 1j

Dokonaj uruchomienia procedury przetworzenia danych aplikanta w systemie — status ,In
process” .

Sciezka dostepu: SAP menu/ Human Resources/ Information System/ Reports/
Personnel Management/ Recruitment/ Appl. Master Data/ Initial Data Entry/ Applicant
Action — transakcja [gsZ1y)

e Uruchom transakcje [g=Z18)
e Podaj numer aplikanta (Applicant nN0.): ......ccoooviiiiieeeeee s

e ENTER

04 »E- J Applicant actions

«
»

Applicant no.: | 2
Find by Empl/applname: Lic. Izabela Trojanowska

=2 Applicant Appgroup: 1 Active (external Personnel ar HDBO Global Bike Heidelber
1 Collective Search Help

range: 2 slaried employees Overall status: 1 In pr
2 Search Term ____ ’

rom: 30.01.2024

Applicant Actions @
Action Type Personnel...

Initial entry of basic data
Enter additional data
Reject applicant

i
« Process applicant

Offer applicant contract

Applicant rejects offer

Prepare for hiring
Change of org. assignment
Further application

Invite applicant

e Nastepnie zaznacz wybrany wiersz w tabeli “Process applicant”
e EXECUTE

e SAVE

Powtérz podobne dziatania dla pozostatych dwdch aplikantéw wprowadzajgc rézne statusy.

Dla poszczegdlnych aplikantow wykonaj okreslone dziatania:
- Aplikant nr 1: Zgtoszenie propozycji kontraktu ,In Proces”
- Aplikant nr 2: Wstrzymanie dalszych dziatan ,,Put on hold”
- Aplikant nr 3: Zrezygnowanie z aplikanta ,Reject”

o EXIT
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c¢wiczenie 1k

Sprawdz zestawienie i statusy wprowadzonych do systemu aplikantow.

Sciezka dostepu: SAP menu/ Human Resources/ Personnel Management/ Recruitment/
Selection Procedure/ Application Pool/ List — transakcja [gsIA\=

e Uruchom transakcje [{=Ia\=
e Podaj zakres czasowy (Receipt of application): .......cccoceevvveeiiiiiiciiiinnenn,

e Podaj status: 1 (In process)

e EXECUTE
< ELy Applicants by action
~ &) Save as Variant..  More v
o’ Search Helps o’ Sort order
Period
™ 7
Receipt of application: LE To:
Data selection period: | 30.01.2024 To:
Selection
Applicant number: o
Applicant name (sortable) o
Advertisement: =
Unsolicited application group: o
Company code o
Personnel area =
Personnel subarea: o
Applicant group o
5
Status (overall): 1 =
Status reason (overall): o
Applicant action o
Personnel officer: [ |+ =

e Mozesz zmieni¢ status aplikantéw “Overall.status”

"0 SAP Applicants by action

~ | Additional data  Activity  Master data  Actions ~ / Overallstatus  Bulk processing ¢  Short profile  More

Applicants by action

Key date: 30.01.2024

App.no. |Name Action Ov.status POf

00000002|Lic. Izabela Trojanowska|Process applicant In process us2

Applicants by action

e Nalezy rowniez sprawdzi¢ pozostate statusy
e EXIT

Page 27 of 44




H R Zarzadzanie Kadrami
SAP S/4HANA

¢wiczenie 1l

Dokonaj wstepnej decyzji o zatrudnieniu.

Uruchom transakcje [g3¥]8

e Podaj zakres czasowy (Receipt of application): ........cccccevviiiiiiiiiiieennns
e Podaj kod zgtoszenia (Vacancy): ....cccccccveeeeevveinvvnnennnnnn.
e | pozostate pola obowigzkowe

e Podaj status , To be hired”

e SAVE
Display Vacancy Assignment
LI Bl
App.no: 2 Name: Lic. Izabela Trojanowska
L )
Appgroup: 1 Active (external) Pers.area: HDOO | Global Bike Heidelberg
Apprange: 2  Salaried employees Overall stat: |1 | In process
Start: 01.02.2024 To: 31.12.9999 Chng 30.01.2024 MK

lacancy assignment

Priority: 01 Priority 1 v

Vacancy: | 50004351 MK Kierownik Studiow S4HA

Vac.assign.stat: | 2 To be hired

Status reason: 00

e EXIT

Dokonaj sprawdzenia dokonanych wpisow.

Sciezka dostepu: SAP menu/ Human Resources/ Personnel Management/ Recruitment/
Selection Procedure/ Application Pool/ List — transakcja [g=IaA\g|

e Uruchom transakcje (W35
o Podaj zakres czasowy (Receipt of application): ........cccccevviiiiiiiiiennns

e EXECUTE
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< B Applicant Selection
| 63 Facsimiles  Shortprofile >  More v

Applicant Selection 1

Evaluation period 01.01.1800 to 31.12.9999

Name Pr |Vacancy Vac.status

Lic. Izabela Trojanowska 01 50004351 | MK Kierownik Studidéw S4HANA To be hired

e Dokonaj analizy
o EXIT

éwiczenie 1m

‘ Za pomocg transakcji PBAX oraz PBAO przedstaw obecny status ogtoszenia.

e Sprawdz liczbe zgtoszonych aplikacji do ogtoszenia.

< KU, Display Advertisement

: .
I V]

63 Advert 63 Vacancy £  More v

Postings

Qllla v =2 Bv |&Ev| & G

Public.date  Expiration  Advert Instrument Start Date  Change Layout.. St | App.
01.01.2024 31.01.2024 1 monster.com 01.01.2024 MK Kierownik Studiow S4HANA vacy 2

Dokonaj powtérnej analizy narzedzi medialnych (Advertisement instrument).

Sciezka dostepu: SAP menu/ Human Resources/ Personnel Management/ Recruitment/
Advertising/ Recruitment Inst/ Evaluate — transakcja [gs¥a¥a

Instrument Number of |Number of |Total Cost per

adverts applications | cost application
Pracuj.pl 0 0 0,00 0,00
New York Times 0 0 0,00 0,00
Dallas Observer 0] 0] 0,00 0,00
The Miami Herald 0 0 0,00 0,00
San Diego Triune 0] [0] 0,00 0,00
GB’s Notice board 0] 0] 0,00 0,00
careerbuilder.com 0 0 0,00 0,00
monster.com 1 2 1.000,00 EUR 500,00 EUR

e EXIT
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Uzupetnij dane / kartoteke aplikanta, ktérego status jest ,To be hired”.

e Transakcja PB30
e Podaj numer aplikanta
e  Uzupetnij lub utwérz infotyp:

o ,Personal Data”
o ,Education”
o ,Qualification”

L4 »-E- '? Maintain applicant master data i
d £ 8 il =  Shortprofile  More Exit
¥ A
Find by
2 Applicant Applicant no @
A Collective Search Help Empliag e Lic. Izabela Trojanowska
| Search Term
\ Free search p: 1 Active (external) Pe ea: HDOB Global Bike Heidelberg
ange: 2 Salaried employees atus: 1 In process
Applicant data E Peried
Applicant Actions v s « Period
Applications v
Organizational assignment v
Personal data v 1o
Addresses v ik,
Vacancy Assignment v Al
i From curr.date
Other/Previous Employers O
Qualifications o euent e
e Transakcja PB40
. a H H"H ”
e Zmien overall status na ,Preparing for hiring
o EXECUTE
< Ky Copy Applicant Actions
v £ (3 & Infogroup  More v
App.no: 2
Name: Lic. Izabela Trojanowska
App.group: 1| Active (external) Pers.area: HDOO ' Global Bike Heidelberg
Apprange: 2 | Salaried employees Ovstatus: 1 | In process
[P T
*Valid: E 20248 *To: 31.12.9999
L 5
Applicant action and status
*Applicant action ty.: 06 Prepare for hiring v
Overall status: 2 To be hired
Status reason:
Reference
v Reference available
Reference employee: | 39 Susanna Castro
Organizational assignment
Personnel area: HDOO Global Bike Heidelberg
Applicant group: | 1 Active (external)
Applicant range: 2 Salaried employees v
e SAVE
koniec
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2. Zatrudnienie nowego pracownika z referencja do procesu
rekrutacyjnego — tworzenie nowej kartoteki pracowniczej

c¢wiczenie 2a

Podpisano umowe dotyczacg zatrudnienia nowego pracownika na podstawie

przeprowadzonej rekrutacji.

Na podstawie danych aplikanta utwérz nowy rekord w kartotece personalnej.

Sciezka dostepu: SAP menu/ Human Recourses/ Personnel Management/
Administration/ HR Master Data/ Personnel Actions — transakcja (ALY

e Uruchom transakcje ¥l

e Podaj date rozpoczecia pracy (From): ....cccccovvvieveeiniiiieeenniee,

e Zaznacz pierwszy wiersz w tabeli ,Hire applicant”

e EXECUTE
4 LE‘! '? Personnel Actions
~ | R E | More v
* ¥ | A
Find by
~ & Person Personnel no.:
@ Collective Search Help
From: |01.02.2024 |5
) Search Term L -
Q) Free search
Personnel Actions
Action Type Personnel... EE group EE subgro...
Hit list Early retirement/retirement
Leaving
fillalllz||=||V v .
Reentry into company
2 (Bv|||& Time recording (mini master)
Time rec.(supplement)
Personnel numb.. Name — =
Hiring (TE mini master)
Org. management (mini master)

Hire applicant

mnaster)

<>

e Podaj numer aplikanta
e Transfer

~ Transfer More

In Tt
- ; . 0
Appllcant oS LJI—-‘

Repeat

Suppress dialog

Direct Data Transfer
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o Nalezy wypetni¢ wszystkie wymagane zaktadki i pola

*Start: 01

Personnel action

Status

Customer-specific

Organizational assignment
Position:

Persannel area

HDOO

3 Active

50084351

*to: 31

e 62 Hire applicant

12.9999

1 Standard wage type

Create Actions

e SAVE

Prosze zapisa¢ numer nowego rekordu ,Personnel no.”:

e EXIT

¢éwiczenie 2b

Prosze sprawdzi¢ dokonany zapis oraz wprowadzi¢ dodatkowe dane.

Sciezka dostepu: SAP menu/ Human Recourses/ Personnel Management/

Administration/ HR Master Data/ Maintain — transakcja [gfa%]0

e Uruchom transakcje [{2¥l8

e Podaj nowy numer kartoteki (Personnel N0.): ....ccccoouvviviiniiiieeiniinenenn,

e ENTER

Find by

v 5% Person
1 Collective Search Help
1 Search Term
{ Free search

Hit list

Personnel numb . Name

Maintain HR Master Data

Personnel no.: |EEEN

Name: Lic. Izabela Trojanowska

EEgoup: T ACve

EE subgroup: DI | Hourly Wage E

Basic personal data Contract data

Infatype Text
Actions
Organizational assignment
Personal data
Addresses
Bank Details
Family Member/Dependents
Challenge

am

Gross/net payroll

Stat...

<

LA L

Net payroll

Gronat Bike Heidelberg

Addt'l payroll data

Period

om curr.date
To Current Date

Current Period

& Choose

Planning data

Current mont
Last week
Last montt

Current Year

Time data
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e Sprawdz kolejne wiersze / Infotypy w tabeli

e Do edytowania zaznacz ikonke ,otowek” — ,Change” do nowego zapisu ikonke
,Create”

O SAF Maintain HR Master Data

~ 1 2] 6 da [ W [ Morev

e Po dokonaniu zapiséw i zmian zapisz
SAVE

¢éwiczenie 2c

Prosze otworzy¢ nowg kartoteke personalna.

Sciezka dostepu: SAP menu/ Human Recourses/ Personnel Management/
Administration/ HR Master Data/ Personnel File — transakcja ﬁ

e Uruchom transakcje o214
e Podaj nowy numer kartoteki (Personnel N0.): .....cccouvviviiniiieeeiniinenenn,

(S SAF Personnel File

~| 63 More v

Personnel no.: ‘ 1090 =

Name: Lic. Izabela Trojanowska

EE group: |1  Active Pers.area: |HDOO  Global Bike Heidelberg

EE subgroup: DI | Hourly Wage Earn

e ENTER oraz ikonka ,Display”

< R Display Actions

~ ] (5 @ More v

LI 7
Pers.No.: hege
L )
Name: Lic. Izabela Trojanowska
EE group: | 1| Active Pers.area: HDOO Global Bike Heidelberg
EE subgroup: DI Hourly Wage Earners

Start: | 01.02.2024 10:/31.12.9999 Chng 30.01.2024 MK

Personnel action

Action Type: 62 Hire applicant ~

Reason for Action:

o EXIT
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Sprawdz status wakatu.

e Transakcja PB80

Vacancies 1
Evaluation period: 02.02.2024 to 31.12.9999

Vacancy |Activity from to Line manager POf|St |OM|Reg.profi
50000179|Receiving Clerk Heidelberg 01.01.2001(31.12.9999 vac. |P

50000180| DC Manager Hamburg 01.01.2001|31.12.9999 vac. |P
50000181|Purchasing Manager 01.01.2001|31.12.9999 vac. |P

50000182| Inventory Supervisor 01.01.2001|31.12.9999 vac. |P

50000183| Contract Administrator 01.01.2001|31.12.9999 vac. |P

50000184 | Technical Office Assistant 01.01.2001|31.12.9999 vac. [P
50000185|Warehouse Supervisor Hamburg 01.01.2001|31.12.9999 vac. |P

50000186 |Warehouse Employee Hamburg 01.01.2001|31.12.9999 vac. |P

50000187 | Shipping Clerk Hamburg 01.01.2001|31.12.9999 vac. [P
50000188|Receiving Clerk Hamburg 01.01.2001|31.12.9999 vac. |P

50000189 | Human Resources Manager 01.01.2001|31.12.9999 vac. |P
50000190|Recruiting Officer 01.01.2001|31.12.9999 vac. |P

50000191 |Benefits Officer 01.01.2001|31.12.9999 vac. [P

50000192 |Personnel Administration Officer 01.01.2001|31.12.9999 vac. [P

50002269| System Design and Develop 01.01.2001|31.12.9999 o—

50004351 | MK Kierownik Studidw S4HANA 01.02.2024(31.12.9999 | John Davis occ. |P

Sprawdz status struktury organizacyjnej.

e Transakcja PPOSE

Staff assignments (structure) D Chief Workflow
~ [ Global Bike Group 0 50000025 John Davis
> & Co-CEO S 50000077
& Co-CEO S 50000078
> ™ Global Bike US 0 50000026 Paul Hansen
> ™ Global Bike Germany 0O 50000055 President (Europe)
~ @ Studia Podyplomowe SAP S4HANA 202 O 50004350 Lic. Izabela Trojanowska
~ & MK Kierownik Studiow S4HANA S 50004351
g%[\. Lic. Izabela Troianowskaj P 00001090

e EXIT

koniec
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3. Opracowywanie indywidualnego planu rozwoju dla wybranego
pracownika

¢éwiczenie 3a

Dla nowo zatrudnionego pracownika opracuj plan indywidualnego rozwoju.

Sciezka dostepu: SAP menu/ Human Recourses/ Personnel Management/ Personnel
Development/ Planning/ Individual Development — transakcja [gIdlV

e Uruchom transakcje (oIl

e Wybierz ,Person”
e Obok podaj numer kartoteki danego pracownika (Personnel no.): .......cccoeevcvvvinnnnnnn.
e Czas rozpoczecia planu ,Planning start”: od pierwszego bm.

ENTER

Psorg

P Person

00001090

art: 31.01.2024

01.01.1900

10: 31.12.9999

Individual Development

< Structure Search

v

L] %

Personnel ID Number IC number Org.

Lastname First name Title Birth Date Pers.No. Start Date End Date

Trojanowska lzabela Ll

1 Entry found

02.02.2000 00001090 02.02.2000 31.12.9999

e Zaznacz ikonke ,otowek” / edycja

o Wybierz zaktadke ,Qualifications”

¢ Na dole ekranu zaznacz ikonke ,Create” i w wyszukiwarce podaj zakres kwalifikaciji
e ENTER

e: Lic. Izabela Trojanowska

2 Career Planning 9 Current Position
Pers 1090
1 Pers.area
EE rner:
Potentials Preferences Dislikes
Qualification group Name

Mo

HDOO  Global Bike Heidelberg

Appraisals Where Appraisee

Proficiency

Person: Change Profile (31.01.2024 - 31.12.9999)
i Exit
= Qualification (1) 28 Entries found X
Search Temm Structure Search  Abbreviation and Name Search Term . >
v |E 1 |*
Appr| lchjeclahbr.‘ Object name start End Date >
Accounting  Accounting 01.01.1800 31.12.8989
| h
Associate Da  Associate Degres 01.01.1800 31.12.9989
Stal
Bachelors D Bachelor's Degree 01.01.1800 31.12.8989
CPA CPA 01.01.1800 31.12.8989
Customer Ser  Customer Service 01.01.1800 31.12.9989
FirstAid Ce  First Aid Certification 01.01.1800 31.12.9989
GED (High S¢  GED (High School Diploma) 01.01.1800 31.12.9989
GIAC Securit  GIAC Security Leadership Certification 01.01.1900 31.12.8989
Linux Linux 01.01.1800 31.12.9989
Lotus Suite Lotus Suite 01.01.1900 31.12.9999
Management  Management 01.01.1900 31.12.9999
Masters Masters 01.01.1900 31.12.9999
Microsoft Wi Microsoft Windows 01.01.1900 31.12.9999
MS Access S Access 01.01.1900 31.12.9999
MS Excel MS Excel 01.01.1900 31.12.9999
28 Entries found
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e W polu,Pr
e Podobne d
,Dislikes”

oficency” przedstaw ocene
ziatania przeprowadz dla pozostatych zaktadek takich jak: ,Preferences”,

itd.

< -E: ’ Person: Change Profile (31.01.2024 - 31.12.9999)
= Career Planning] More Exit
Personnel N 1008 vame: Lic. Izabela Trojanowska
EEgroup: 1  Activ Pers.area: Huaa:hmw Heidelberg
EE subgroup: DI Hourly Wage Earners
Qualifications Potentials Preferences Dislikes Appraisals Where Appraisee Appraisals Where Appraiser Individual development Development plan history Qualifi... >
Qualification group Name Proficiency Start End Date Note  User Name Changed on
Work Experience Accounting 2 years — 4 years 31.01.2024 31.12.9990 MK 31.01.2024
Technology MS Excel Very Good 31.01.2624 31.12.9999 % MK 31.01.2624
e SAVE
. » . 3 . . . . o
Za pomoca ,Current position” przejdz do analizy poréwnawczej dotyczgcej kompetenc;ji
pracownik - stanowisko.
e Podajemy ID pracownika oraz ID stanowiska
o EXECUTE
S : J Display Profile Matchup
More Exit
Profile Matchup
P Person S Position
Qualifications profile of Requirements profile of
Type Name Object ID Type Name Object ID
Person Lic. lzabela Trojanowska 00001090 Position MK Kierownik Studiéw SAHANA 50004351
Editing Options
v Generate Training Proposals
Qualification Deficits Only
*Key date: | 31.01.2024
e Uzyskujemy raport oceny poréwnawcze;j
< »E- " Display Profile Matchup
d = C] =] . B 2 i | A i Exit
Display Profile Matchup A
Person Lic. Izabela Trojanowska ( 00001090 )
v

diow SSHANA

Position MK Kierownik Stu
KeyDate 3101
More Settings Alternative qualifications were not included
Q.group Qualification Essential Reqt Required Existing Difference Tralning
Technology MS Excel Very Good Very Good 0
Work Experience Accounting 2 years - 4 years 2 years — 4 years 0
2

Work Experience Managsment

5 years - B years 6 months — 1 year
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¢wiczenie 3b

Dla danego pracownika przeanalizuj plan indywidualnego rozwoju.

Sciezka dostepu: SAP menu/ Human Resources/ Personnel Management/ Personnel
Development/ Planning/ Career — transakcja [gx®ly

e Uruchom transakcje [{x®l¥
e W ,Career planning for” wybierz ,Person”

e Obok podaj nowy numer kartoteki (Personnel N0.): .....cccccvvveeeeeeeeciiiccciinnne,
e ENTER

e W Planning criteria” zaznacz “Include qualifications” oraz ewentualnie inne
kryteria

e EXECUTE

< F-E:' " Career Planning

v (& e Morev

Career Planning for

|P Person +| |0001090 Lic. lzabela Trojanowska
Planning Criteria Reporting period
v B Include qualifications *Key date: |02.02.2024

v| [i] Include preferences
V) Include potentials
v| ¥z Include designations
v @ Respect Dislikes

v| & Include career

Additional career:

e Nastepnie poprzez rozwiniecia podkatalogéw dokonaj analizy obecnego statusu
e EXIT

c¢wiczenie 3c

Przeprowadz ocene pracowniczg dla wybranego uzytkownika systemu.

Sciezka dostepu: SAP menu/ Human Resources/ Personnel Management/ Personnel
Development/ Planning/ Appraisal/ Create — transakcja N ®x{=NI=

UWAGA: Pracownik musi mie¢ podane kryteria oceny w InfoTypie 025 (Appraisals)

e Uruchom transakcje [ ®Ia=-NN=

e Wybierz plan oceny: , Individual Performence Aprraisal”
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Generate 'To-Do’ List

~| (& at 8% (B Complete Preparation  More v

Individual appraisal: Individual Performance Appraisal

Period appraised: 01.02.2024 t0:31.12.2024

m
T
T

*) Supervisor
"To do’ list starting from

Person: 00001090 Lic. Izabela Trojanowska

Anonymous appraiser

Employee
Name Type A.. A.. A.. ObjectID

= T
v Lic. Izabela Trojanowska Person 00001090
L 4

e EXECUTE / Przechodzimy do edycji pdl oceny

< KB Perform Appraisal - Individual Performance Appraisal
v | ¥ Complete EE More Vv
e ol
Individual appraisal: | Individual Performance Appraisal In Process
=
Supervisor:  Lic. lzabela Trojanowska
Employee: Lic. Izabela Trojanowska
Period appraised: | 01.02.2024 to:31.12.2024 Created on: |31.12.2024
l... Name Weighti... Rating Rating text = weighting * rating Note
=) Individual Performance Appraisal 0,000 |
1. Timeliness 1,00 3Satisfactory 3,000 | %
2. Flexibility 1,00 2Good 2,000 |
3. Interpersonal Skills 1,00 1Very Good 1,000 | %
4. Fitness 1,00 1Very Good 1,000 | 5

Poprzez skale ocen (podpowiedzi przy polach oceny) dokonaj odpowiednich wpisow
e Po wykonaniu oceny zaznacz ,Complete”

o EXIT
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c¢wiczenie 3d

Dokonaj oceny poréwnawczej dla danej grupy pracowniczej — tzw. rankingu.

Sciezka dostepu: SAP menu/ Human Resources/ Personnel Management/ Personnel
Development/ Information System/ Reports/ Appraisals— transakcja [ sSI=IA{¢5]

e Uruchom transakcje RMsS1=r\ 5!

e Wybierz plan oceny: ,, Individual Performence Aprraisal”

e Podaj zakres czasowy dokonywanych ocen ,Created on”......................

e EXECUTE
[ A Reporting Options for Appraisals

~| (& Morew
Appraisal model: | 50000000 Individual Performance Appraisal g
More... Selection Criteria: | 5
Period appraised: | ©1.01.1900 f0: 31.12.2024
Created on:
Objects Involved
Appraiser
Un T
P Person v 00001000 | Learn-931 Learn-931 Y
[L= =1
e AND

Appraisee OR
P Person v o

Without appraisal

Appraisal Status
In Preparation v| In Process

v/ Completed v Approved v| Rejected

e Pojawi sie lista wykonanych ocen

Appraisal model Individual Performance Appraisal
Period Appraised 01.01.1900 - 31.12.2024
Appraisers Learn-931 Learn-931

Lic. Izabela Trojanowska
AND
Appraisee(s) All

([ SAF Reporting Options for Appraisals

v E KR O oa @ i 88 = = O FurtherReporting More v
Evaluate Appraisals
Number 1

Appraisers . Appraisee(s) a Status

T X
Lic. Izabela Trojanowska Lic. Izabela Trojanowska In Preparation Individual Performance Appraisal Individual Appraisal 01.02.2024  31.12.2024
L o

Type of appraisal  Start a End date ‘.
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e Wykonaj liste rankingowg — przycisk ,Ranking list” i ,Compare”

e Dokonaj oceny rankingowej i poréwnawczej

| Editing Options

P Morev

Appraisals: Comparison

Comparison

Current Displayed

Appraisee(s)

Appraisal

Individual Performance Appraisal (Lic. Izabela Trojan01.02.2024 - 31.12.2024

Lic. Izabela Trojanowska

1. Timeliness

Lic. Izabela Trojanowska
2. Flexibility

Lic. Izabela Trojanowska
3. Interpersonal Skills
Lic. Izabela Trojanowska
4. Fitness

Lic. Izabela Trojanowska

Individual Performance Appraisal

3 Satisfact

2 Good

1 Very Good

1 Very Good

ory

¢ Wyswietlanie danych w formie graficznej — ,Di

splay Graphics”

[ : 'J Appraisals: Graphic Display
| More Exit
Graphic Comparison
50
40
20
5
Indivicual Performance Appraisal 2. Flexiilty 3. Interpersonal Skills 4. Fitness
m Lic. zabela Trojancwska
o EXIT

koniec
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Cwiczenia: HR3

Opracowywanie raportow i zestawien w module

HR — SAP S/4AHANA

AGENDA:

1. Tworzenie listy pracownikow dla przedsiebiorstwa -,,Employee

List”

2. Tworzenie listy dat urodzin pracownikéw tzw. ,,Birthay List”
3. Tworzenie listy pracownikéw z informacja o czasie
przepracowanym w badanej firmie ,,Time Spent”

Zadanie:

Kierownictwo dziatu personalnego zlecito Parnistwu wykonanie okre$lonej listy zestawien i
raportéw. W tym celu nalezy skorzystac z dostepnych raportow z menu aplikacji bgdz analiz
standardowych w systemie informacyjnym Human Resources SAP S/4HANA.

1. Tworzenie listy zatrudnionych pracownikow

¢éwiczenie la

Przedstaw liste pracownikéw zatrudnionych w firmie.

Sciezka dostepu: SAP menu/ Human Resources/ Information System/ Reports/
Personnel Manai ement/ Administration/ Employee/ Employee list — transakcja

S PH9 61016369

e Podaj zakres czasowy — “Today”

< KUY Employee List
v 5] Save as Variant... =] More ~
Further selections o Search helps o Sort order o Org. structure
Period

» Today Current month Current year
Up to today From today
Other period

e EXECUTE
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<
Jo)
fIn
il
4
m
]
i

M B B BB Moewv

Employee List

Employee List

Key date: 31.01.2024
Number of selected employees: 1.089

Pers.no. PersIDNo. Name
r000000011110110110 John Davis
L00000002J110110123 Paul Hansen
00000003 110110188 Danielle Cohen
00000004 110110903 Shuyuan Chen
00000005 110110916 Silvia Cassano
00000006 110110929 Stephanie Bernard
00000007 110110942 Clayton Bartolome
00000008 110110955 Jamie Shamblin
00000009 | 110110968 Allan Gourd
00000010 110110981 Julie Dyment
00000011 110110148 Alex Kuhn
00000012 110110604 Andrea Marino
00000013 110110630 Catherine Dubois
00000014 110110682 Karim Messalem
00000015| 110110685 Karl Gruber
00000016 110110643 David Lopez

Name at birth Job Title Entry Date
01.01.2010
01.01.2010
01.01.2010
01.01.2010
01.01.2010
01.01.2010
01.01.2010
01.01.2010
01.01.2010
01.01.2010
01.01.2010
01.01.2010
01.01.2010
01.01.2010
01.01.2010
01.01.2010

Leaving

o EXIT

koniec

2. Tworzenie listy dat urodzin pracownikéw tzw. ,,Birthay List”

éwiczenie 2a

‘ Przedstaw liste dat urodzin pracownikéw dla wybranej jednostki organizacyjnej.

Sciezka dostepu: SAP menu/ Human Resources/ Information System/ Reports/

Personnel Management/ Administration/ Employee/ Birthday list — transakcja
S PH9 46000221

e Uruchom transakcje SElgdglSIR:[0[e[0y2k1

e Podaj zakres poszukiwan: np. ,Current Year”
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~ ) Save as Variant...

Further selections
Period

Today

Up to today

Other period

Data Selection Period:

Person selection period:

=] More v

o Search helps

Current month

From today

T Tt
e
[ =

Current year

To:

To:

Birthday list

o’ Org. structure

e EXECUTE

e Uporzadkuj rekordy od osoby najstarszej do najmtodszej — ikonka ,Sort in
descending order”

<
Jo)
[In
il
4

Birthday list

Personnel No. Last name First na..

FLE 00000001 Davis John

I OOOOGUUZJHansen Paul
00000003 Cohen Danielle
00000004 Chen Shuyuan
00000005 Cassano Silvia
00000006 Bernard Stephanie
00000007 Bartolome Clayton
00000008 Shamblin Jamie
00000009 Gourd Allan
00000010 Dyment  Julio
00000011 Kuhn Alex
00000012 Marino Andrea
00000013 Dubois Catherine
00000014 Messalem Karim

Entry

01.01.2010
01.01.2010
01.01.2010
01.01.2010
01.01.2010
01.01.2010
01.01.2010
01.01.2010
01.01.2010
01.01.2010
01.01.2010
01.01.2010
01.01.2010
01.01.2010

Leaving date

31.
31.
31.
31.
31.
31.
31.
31.
31.
31.
31.
31.
31.
31.

: B

12.9998
12.9998
12.9998
12.9998
12.9998
12.9998
12.9998
12.9998
12.9998
12.9998
12.9998
12.9998
12.9998
12.9998

(53

Date of Birth Day

20.07.1955
12.03.1963
10.05.1964
19.03.1969
20.08.1979
12.09.1984
02.08.1968
05.06.1977
11.08.1979
19.05.1975
01.07.1950
15.01.1966
19.04.1971
17.05.1954

20
12
10
19
20
12
02
05
11
19
0
15
19
17

=

DoB Year
2007 1955
1203 1963
1005 1964
1903 1969
2008 1979
1209 1984
0208 1968
0506 1977
1108 1979
1905 1975
0107 1950
1501 1966
1904 1971
1705 1954

Birthday list
®m B OB @ Moewvw
Month Gend. Costctr  Org. Unit Age of employee
o7 00000000 68
03 00000000 60
05 00000000 59
03 00000000 54
08 00000000 44
08 00000000 39
08 00000000 55
06 00000000 46
08 00000000 44
05 00000000 48
07 00000000 73
01 00000000 58
04 00000000 52
05 00000000 69

e OPCJONALNIE: Eksportuj zestawienie do aplikacji EXCEL - ikonka ,Microsoft

Excel”

e EXIT

koniec
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3. Tworzenie listy pracownikéw z informacja o czasie przepracowanym
w badanej firmie ,,Time Spent”

c¢wiczenie 3a

‘ Przedstaw liste z informacjg o czasie pracy dla kazdego pracownika.

Sciezka dostepu: SAP menu/ Human Resources/ Information System/ Reports/

Personnel Management/ Administration/ Employee/ Employee list — transakcja
S AHR 61016356

e Uruchom transakcje SIA\GIRSECHRON(SRISS

e Podaj zakres poszukiwan:

e W obszarze ,Period” wybierz ,Today”

e EXECUTE

v @

v

CE

=

Time spent in pay scale group/level

B B Morewv

Key date: 31.01.2024
The report includes 1.089 Employees

Time spent in pay scale group/level

Pers.No. ID number |Empl./appl.name
r00000001_‘11011(]11(] John Davis
L000000024110110123 Paul Hansen
00000003 110110188/ Danielle Cohen
00000004 110110903 | Shuyuan Chen
00000005 110110916/ Silvia Cassano

00000008 110110955 | Jamie Shamblin
00000009 110110968 | Allan Gourd
00000010 110110981 |Julio Dyment
00000011 110110149|Alex Kuhn
00000012 110110604 Andrea Marino
00000013 110110630 | Catherine Dubois
00000014 110110682 | Karim Messalem
00000015 110110695/ Karl Gruber
00000016 110110643| David Lopez

00000006 110110929 Stephanie Bernard 01
00000007 110110942 | Clayton Bartolome 01

PSA Ty.
01 01
01 01
01 01
01 01
01 01

01

01
01 01
01 01
01 01
01 01
01 01
01 01
01 01
01 01
01 01

PS group Lv since

SALES
SALES
SALES
SALES
SALES
SALES
SALES
SALES
SALES
SALES
SALES
SALES
SALES
SALES
SALES
SALES

01.01.2010
01.01.2010
01.01.2010
01.01.2010
01.01.2010
01.01.2010
01.01.2010
01.01.2010
01.01.2010
01.01.2010
01.01.2010
01.01.2010
01.01.2010
01.01.2010
01.01.2010
01.01.2010

Years Months

14
14
14
14
14
14
14
14
14
14
14
14
14
14
14
14

00
00
00
00
00
00
00
00
00
00
00
00
00
00
00
00

e Uporzadkuj rekordy od najdiuzszego stazu pracy do najkrétszego (Years/ Mounths)—

ikonka ,Sort in descending order”

e Eksportuj zestawienie mail’em - ikonka ,Mail Recipient”

o EXIT

koniec
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